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MEMORANDUM FOR: Director of Training

SUBJECT : Clerical Recruitrment Standards

1. A% the briefing by the Chief, Intelligence School on 16 Jamuary 1964,

& bax chart wse presented showing that only 26 per cent of the clerical employees

processed during Fiscal Year 1963 ware able to qualify in typlug and only 16 per
mmmmmdnw:ummmmg on duty. I belleve it was also reported
that we use the same clerical tests &3 are used by the Civil Service Comuyaission
which Jed to the conclusion that perhaps our clarical recrultment standanis
wmwmmmmmmwymmmxw. Based
upon the information reported, the Office of Persoanel was askad to exanine
our standaxrds of clerical proficiency with & view toward raiging them rather
substentially in our future clarical recruitment.

2. As & matier of your generel inrerest, the Office of Personnel reports
that at the eud of Octaber 1963, dgtops were taken to raise the standards for
clericals entering the Agency and that the typing and shorthand tasts givey. are
considerably more domanding than those used by e Clvil Service Comamission.
Qux typing test is ten minutes, theirs only five. Our error/met word scale is
tougher. We will not accept school certificstion--the Commission does.
Similarly, the shorthand requiremant is racre rigorous.

3. k is sdditionally intersstixg that all people who enter on duty through
the pool are teatad for typing regerdiess of whather or not they have app!
for typing positions, including couclers, Xey-punch operstors, machine agfzmora,
aad individusls who have applied for clerizal positions which require no typlag.
Of those who applied for typing positions, 630 were tested and 70 (74.6 per cent)
qualitied. While all of these did not pass the tast when it was flrst given on the
Tuesday aftarnoon of the flcat weel on duty, it has been the observation that many
do not succeed bacause of the pressures snd strains of adjustment many of them
are undergoing their first time awny from home and in their ficet jeb., A similar
situation exists with regaxd to the shorthend where all peopls who claim say
exposure Are tosted whether they are applying for stenographic positions ur not,
Among those who spplied for stenographic jobs, 333 were tested and 91.9 per
cent qualtfied in typing and 70.9 per cent qualified in shorthan!. Among ihose
whe claimed exposure, 151 of the typist applicants were tested in shorthand and
74.8 per cent failed,
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4. The figures reported by the Office of Personnel are compited fitom &
different suatistical base and, thevefoce, Jdo not correlate exactly with those
reported in the 16 Januery briefing, bt it would appear from this soalysis that
the new clerical recrultment stan-ards &dopted toward the end of last O¢tober
are producing an acceptable level of EOD competence, and we do not reslly
bave any particular need to revise them gspward apy further at this time,
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Deputy Director for Seoport

SA-DD/S:RHW:kkb (18 Feb 64)

Distribution:
Orig & 1 - Adse
1 - DD/S Chrono
1~ DD/S Subject w/background

O - Dikb7oR” oF F2KSnNEL

Approved For Release 2002/02/;6;:_ EIA-RDP84-00780R000600110018-7



25X1

Yore %5 & ,// & Ted
P - Approved For Release 2002/0?/14 : CIA-:RDP84-00780R000600110018-7 !/».Z ;

L FER 1964
MEMORANDUM FOR: Deputy Director for Support
SUBJECT : Clerical Recruitment Standards

REFERENCE : Memo fr A-DD/S to D/Pers, atd 21 Jan 64, same subject

1. This memorandum is for your information.

2. At the end of October 1963, we took steps to raise the standards for
clericals entering the Agency, and to re-emphasize the typing and shorthand
standards which we apply. Attached (Tab A) is a copy of & memorandum sent to the
Chief, Personnel Recruitment Division, by Chief, Personnel Operations Division, on
this subject. Paragraph 6 of our weekly report of current interest items, dated’
18 October 1963, is also extracted and attached (Teb B). These higher standards
have been in effect since. The typing and shorthand tests and standards are more
demanding than those of the Civil Service Commission. Our typing test is ten
minutes, their's only five. Our error/net word scele is tougher. We will not
accept school certification--the Commission does. Similarly, the shorthand require-
ment is more rigorous. (See memorandum by an applicant regarding Civil Service
tests--Tab C). Tab D describes the intellectual (SET test) standards we apply.

3. The information on our experience in FY 1963 which you note in your
memorandum has been distorted, certainly unintentionally and probably unconsciously.
The facts are as follows:

a. All who EOD in the Pool are tested for typing, including those
"straight™ clerks who claim no typing. In FY 1963 this included 290 couriezs,
key punch operators, machine operstors, etc., who had not applied for typing

positions. 238 (82.1%) failed.

b. Of those who applied for typing positions, 630 were tested and
L70 (74.6%) qualified. Admittedly, these 470 did not all pass on the First
test which is given on Tuesday afternoon of the first week on duty.
| Pas observed over her several years in CAB that the strains i
o adjustment (often to the first job and the first time away from home) are
very great for these youngsters and is, in fact, surprised at the number who
do pass the first time.

c. Further, in accord with the OTR policy of testing all who claim
exposure though they may not be asking employment as such, 151 of the typist
applicants were tested in shorthand. T4.8% failed.

d. On the other hand, of those who applied for stenographic Jjobs, 333
were tested and 91.9% qualified in typing and TO.9% in shorthand.

e. Also obscured in the earlier report was the fact that most of the
non-typing clerks we hire are men, for courier and similar jobs; and we depend
on those female typist applicants who fail to qualify as typists to £ill the
requirement for female clerks.
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SUBJECT: Clerical Recruitment Standards

i, We believe that the Training people should take egatisfaction in the
great number of applicants who, with a very few days of training help (and
adjustment to their environment), are able to qualify. According to our totals,
which differ by 30 from those of OTR, 1253 were tested in typing and 828 qualified;
488 were tested in shorthand of whom 276 qualified. In reciting these figures
we must, at the risk of arguing the obvious, point out that had we accepted schooil
certifications or applied lower standards and tested only those who clalmed profi-
ciency, we would have had a lower rate of failure to qualify at EOD. We would also
have had less-skilled typists and stenographers being assigned to the using offices.
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31 October 1963

MEMORANDUM FOR: Chief, Personnel Recruitment Division

SUBJECT : Clerical Recruitment Standards--Fall 1963

This will confirm our discussions in the afternoon meetings of
the D/Pers regarding the raising of standards for clerical recruit-
ing. I believe your recruiters should be instructed essentially as
follows: )

1. Budgetary and ceiling limitations require that we
raise our sights on all clerical recruiting. We are experi-
encing increasing difficulty in assigning marginal people and
can no longer afford to bring them into the Pool with the hope
that jobs can be found for them. To assist you in screening
for better quality, we have raised the SET scores to these new
minimums: GS-03, Total 80, V 22, N 20; GS-04, Total 94,
V 25. N 20, CA 30; GS-05, Total 100, V 25, N 25, CA 30.
You should attempt, to the limits possible, to make equivalent
adjustments in the standards for the State Employment Service
Tests. We recognize that this is not always possible as we
sometimes do not get the numerical results but only adjectival
groupings. Do what you can, however. As for typing and short-
hand standards, we are enclosing, in case you don't have it,
the scale for typing. Shorthand, we remind you, is three
minutes verbatim dictation at the rate of eighty words a minute
which must be transcribed in twenty minutes with not more
than five errors. You must insist with all of your sources
that we cannot accept lower standards. We hope that this docs
not mean entire loss of some sources but rather that they are
able to see the light and raise their own levels. We can no
longer place typists who do not pass our standards. A college
graduate who does not pass the test, we cannot place as a
professional as has sometimes been done in the past. The
offices are full of this kind. If a man or woman is truly pro-
fessional, do not recruit him as a clerk.
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SUBJECT: Clerical Recruitment Standards--Fall 1963

2. The money for operating the Pool is limited
more than it has ever been before. We cannot afford to
carry for long periods of time the poor quality clerks

until we can find some office upon whom they can be forced.

The offices now approaching saturation are accepting only
the top quality clerical. We think it not unreasonable to
suggest that in the long run, the Agency might well find it
possible to do with fewer clerks if we concentrated more
on quality. The Chief, Personnel Operations Division, has
instructed the Chief, Clerical Assignment Branch, to be
tougher in screening applicant files and to cancel those
marginal casee already in process. We are all going to
have to judge our performance on the quality of the input,
not merely quantity.

Chief, Personnel Operations Division
Attachment: A/S

Distribution:
Orig. & 1 - Addressee

1 - C/CAB
1 - Exec. Asst. to D/Pers
1 - C/POD/OFP

OP/POD/[____ Imkv (30 Oct. 63)
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Extract from weekly report of Current Interest Items dated 18 October 1963

6. Higher Standarde for Clerical Recruitment

Some reduction of clerical recruitment requirements as a result of current
celling limitations and a reluctance on the part of operating offices to accept
clerical appolntees with relastively low skills has prompted a review of our
gscreening standards. As a result, the "cutting scores" on the SET tests {verbal,
numerical, and clerical skills) have been reised to screen out low-scoring appli-
cants. In addition, clerical recruiters will inform the schools at which they
recrult that typing and shorthend skills will be tested and scored by the Agency's
rules (which differ slightly from general practice) and explain these m:les to
them.

(Ordinarily typing speed 1s the net score after subtracting errors made from:
gross words typed during a ten-minute test. The Agency uses a graduated scale of
errors in relation tc words typed which places a higher premium on accuracy. In
shorthand testing, many organizations nov use a "completion" type of test in which
the candidate fills in words omitted in a printed transcript of the text dictated.
The Agincy's system requires the candidate to transcribe the entire text from her
notes.

We believe that these steps will select candidates of higher genersl ability

and will reduce the number of cases in which an appointee fails to qualify in
shorthand or typing at EOD and must be reassigned.
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CIVIL SERVICE 08T

On 3 lovezbar 1050 1 was recuasted to teke tne Civil Sexrvice

xaminccion 1o coupare it witk our Agercy exeminatvion. The results are

ws LOllows:

Teo Civil Scxvice Ipudng - -2t wes apprexivetely the same e. owrs;
but, ir. oy oso—iaticn, the shortisnd did zot ccrsore. I had G yenrs
) ; ’ . -
ci shcichana soi was up to 100 wep.me Wacn 1 Ucoi the CIA test, but 1

felt 1 was wi.or mor. rrssure in camparicson o tae Civil Service Test.

Tz medordv ol the LN, as i noticed, who tocl our exsa just came
us of high ccihoti wu wire not used to being cr._-ci ia vronscriving
cuch long iuviess. I laew I dZdnt{ ledfn to trenvceribe long letters
wasil the locoor part of oy ssceora year of shorthand. Also, our test
was pnot dictun.d ia phrases such as: "as soon a3 possidle", "I have
nov been able', ctc. Lhey werc daicteted in such a way tkas each word
rod to be wilii.a out sepurately instead of in the briel form waich
sives the susject more 5pocds

The Civil Ceorvice Shorciand Test was oi~tetzi for three miuates
.o 80 w.pem., Lut the sizilurivy eads tacre. Instead of transcribing
the wicle lecter, the suvr/ecet troaseribss only part of the letter,
Tae rest of the Letter cicuvatea was writien out witi lanks scaltered
toroughous ite Thae subject rzd to £111 in the rissin; word or words
in the tloxlis frca her cshorcihand noues, then loozing at a list of
words witihh A, E, C, or D writtcn beside them. If orze of these words
wes the cae that went In the blarik, thea the subjcct put the corres-
rending leteer (L, . or D) in the bicnk. If the word to go in
the blo i LG nov o eas in the word list, then the subject would put
. AfUer Wil that was completed, the gubjeet tronslerred all the
leteery woont.L Tk the olenxs on a stanicrd answer sheef. Toiruye
“ive minuces woie £lVew 10 answer, and fifteen winutes were given to
LOLLSIES Tl wwwils L0 the answer sheet, :

I found taoe Civil Service St.ortkand Test much easier than the
CIA test, and I think ir we could give one sipilar to thelrs, more
sirls wouic pass.

Approved For Release 2002/08/14 : CIA-RDP84-00780R000600110018-7

STAT



R o 1)
waClse L

RN
P

SRnLY
o eaaliGive

- —————

— e ame L

A

W

TITETL G T o
P

e, e -1 e g 7 -
st s e o - C-

B *  Approved For Release 2002/08/14 : CIA-RDP84-00780R000600110018-7 -

Civii Service Exam

(Sample similar to Test)
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Intellectual

a. No test required for:
Graduates of a four year college
Graduates of a two year junior college
Completion of sophomore year in a four year college
Graduation from a two year secretarial aschool (at least
18 months instruction)
(School transcript in lieu of SET test)

b. SET Test administered by the recruiter.

SET Test Minimums
GS-03 GS-04 GS-05
v 22 (14) 25 (14, 16 for Steno) 25 (17
N 20 (17) 20 (17) 25 (25)
CA 27 (23) 30 (23) 30'(27)
TOTAL | 80 (65) 94 (84) 100

*NOTE: The figures in parentheses are those used prior to
1 November 1963.

The total scores are used when either the numerical or clerical
aptitude test (N or CA) falls below the minimum cut-off scores. No
score lower than the cut-off for V will be acceptable even if total
exceeds minimum.

ADMINISTRATIVE--INTERNAL USE ONLY
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21 .JAN 1964:

MEMORANDUM FOR: Director ef Personnal

SUBIRCT : Clerical Recruitment Standerds

1. Iunderstand that during Fiscal Yaar 1963 ouly 26% of all our cleyicsl
recruits were sble to qualify in typiug at the time they entered on duty, &.d
cnly 16% were sble to qualify fn shorthend. I slse understand that we use the
sams test battery as is used by the Civil Sexvice Commission. This rather
shocking performance by owr new cleri:al employees makes me wonder whether
our recruliment standards may not be 100 Jow.

2. The preaent aituation where our clerical recruitment requiremenis
have been significantly reduced may be the opportine time to examine criti-
cally our standaxds of clerical praficieacy with 8 view toward raising thein
rather substantially.

3. U we are going to change our swbdards we should be it g position to
apply them well before clearance processing begins on any of the June gre luates
whom we may plan to employ. I would, therefore, 1tks to hear from you -n
this by 7 February 1964.

SPUED B matas g

SA-DD/S:RHW:kkb (17 Jan 64)

Distribution:
Orig & 1 - Addressee
1 - DD/S Chrono
1" = DD/S Subject
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TO: Colonel White
via] |and Mr. Lloyd
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